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FOREWORD 



The occupational analysis project was conducted by The Instructional Materials Laboratory, 
Trade and Industrial Education, The Ohio State University in conjunction with the State 
Department of Education, Division of Vocational Education pursuant to a grant from the U.S. 
Office of Education. 

The Occupational Analysis project was proposed and conducted to train vocational educators 
in the techniques of making a comprehensive occupational analysis, instructors were selected 
from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education 
to gain experience in developing analysis documents for sixty one different occupations. Repre- 
sentatives from Business, Industry, Medicine, and Education were involved with the vocational 
instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning and development 
of the project strategies. The analysis process was based on sound principles of learning and 
behavior. Phase two was the identification, selection and orientation of all participants. The 
training and workshop sessions constituted the third phase. Two-week workshops were held 
during which teams of vocational instructors conducted an analysis of the occupations in which 
they had employment experience. The instructors were assisted by both occupational consult- 
ants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational instructors capable of 
conducing and assisting in a comprehensive analysis of various occupations. Occupational anal- 
ysis data were generated for sixty one occupations. The analysis inlcuded a statement of the 
various tasks performed in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema- 
tics, science and communication needed for successful performance in the occupation. The 
analysis data provided a basis for generating instructional materials, course outlines, student 
performance objectives, criterion measures, as well as identifying specific supporting skills and 
knowledge in the academic subject areas. 
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PREFACE 



The following analysis describes the duties which are performed by a personnel manager 
in industry. The nature of personnel work differs widely with the size and needs of 
individual companies. The participant attempted to describe the duties as found in a 
medium or large size company. In a small company, one might find the personnel 
manager involved in a number of other activities in addition to what is normally thought 
of as a personnel manager's responsibility. 

It would be impossible to list the duties which apply to all personnel managers in all 
industries. Those included here are thought to be common to most companies of a 
certain size, but by no means to all companies. There may be numerous exceptions. 
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JOB DESCRIPTION 



The personnel manager is primarily concerned with two factors: 1) service to the 
organization by maintaining an adequate and efficient labor force, 2) developing a 
cooperative and productive attitude among employees. 

Generally one is concerned with formulating policy, advising management and carrying 
out some of the more important or more specialized responsibilities. One also must be 
concerned with the areas of recruitment and employment, benefits, compensation, 
industrial relations, organization development, and personnel records. 



Duty A 



Recruiting People for Jobs 



1 Contact students at schools 

2 Write job advertisements for newspapers 

3 Post notice on company bulletin board(s) 

4 List job openings in company house organ 

5 List job orders with employment agencies 

6 Contact personnel and/or trade associations 
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Selecting and Recommending Personnel for Jobs 

1 Collect information from job descriptions 

2 Collect information from applicant's records 

3 Conduct personal interviews 

4 I nvestigate references and previous work history 
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Duty C Developing an Employee Evaluation Program 

1 Determine a performance level based upon job description 

2 Prepare standard evaluation form 

3 Establish an evaluation time schedule 

4 Instruct appropriate personnel in the use of the evaluating process 
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Duty D Administering an Employee Evaluation Program 

1 Review evaluations with appropriate personnel 

2 Make recommendations based upon evaluation results 
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Duty E 



Developing a Wage and Salary Plan 



1 Write job description 

2 Conduct a job analysis 

3 Evaluate the job 

4 Conduct an area wage and salary survey 

5 Establish a wage and salary time schedule based upon the job level 
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Duty F 



Administering a Wage and Salary Plan 



1 M?ke recommendations to appropriate personnel for salaried employees 

2 Determine that hourly personnel are paid according to plan 
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Duty G Developing an Effective Training Program 

1 Identify areas of need for training 

2 Select appropriate training program 

3 Evaluate results of program 
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Duty H Administering an Effective Training Progrp.in 

1 Implement the training program 

2 Evaluate results of program in relation to the program objective 
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Duty I 



Representing the Company in Contract Negotiations 



1 Determine management proposals 

2 Determine members of negotiating team 

3 Notify union of company intention to retain or negotiate current contract 

4 Exchange and review company and union proposals 

5 Participate in negotiations 
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Duty J Keeping Personnel Rtrords of Individual Employees 

1 Set up personnel records of individual employees 

2 Maintain personnel files 
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Duty K Promoting Safety Practices 

1 Develop a safety program 

2 Evaluate results of program 
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Providing Effective Media for Communication 

1 Arrange necessary meetings between employees and top management 

2 Provide company publication 

3 Provide company bulletin board and/or suggestion box 

4 Arrange meetings between management and union 
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Duty M Directing Manpower Planning and Forecasting Program 

1 Obtain projections of company goals 

2 Adjust manpower to meet needs of projected goals 

3 Adjust wages and salary plans to meet needs of projected goats 
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Duty N Representing the Company in Community Relations 

1 Determine the extent of community participation 

2 Evaluate results of community program 
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Duty O Serving as Administrator of Medical Services 

1 Plan medical program 

2 Administer medical program 
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Duty P Advising Employees on Their Personal and Job Problems 

1 Counsel employees 

2 Evaluate counseling program 
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Duty Q Handling Problems Involving Discipline 

1 Administer company policies 

2 Evaluate results of discipline and counseling 
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Administering Employee Benefit Plans 

1 Provide benefit information to employees 
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GLOSSARY 



Benefit Plans - Programs which directly serve employees, such as hospitalization, life insurance, 
retirement plans, stock options, profit sharing, etc. 

Exit Interview - An interview conducted when an employee voluntarily terminates his/her employment 
with a company.. 

House Organ - A periodical published by a business firm for its employees. 

Job Analysis - A critical evaluation of the operations, duties, and relationships of jobs, ft is 
used in grading and evaluating jobs, and in establishing a wage and salary structure. 

Job Description - A written record of the organizational relationships, responsibilities, and 

specific duties that constitute a given job or position. It defines responsibilities and work assign- 
ments that are sufficiently different from those of other jobs to warrent a specific title. 

Labor Grievance - A complaint which has been formally presented, in writing, to a management 
representative or to a union official. 

Labor Relations - Relations between management and unionized labor. 

Personnel — Persons collectively in the employ of a business. 

Trade Association - An association of business firms or merchants for the unified promotion of 
their common interests. 
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